11 Absentee Voting

GREBook

Absentee voting is an electoral board responsibility, but most duagsbe delegated to
the general registrar and the registrar’s staff. Any suldgd&on must be in writing and
filed in the minutes of the electoral board. The electoral belawdld formally adopt the
delegations by motion and board vote in a public meeting.

11.1Ballots
11.1.10rdering Printed Ballots

As soon as the electoral board receives the “Certification nfli@ates” from the SBE,
the board should verify that their printer has all the information reduio print the
ballots. Information about ballot format is included with the *“{fiedtion of
Candidates” for localities using paper ballots (See ChapterAB3entee ballots shall be
ready for absentee voting (and to mail out to those who had previously applieal3t:

e 45 days prior to a General or Primary election (or special election hélkel sdrme
time as a General);

e inthe case of a special election, 30 days or as soon thereafter as possilglésif ti
insufficient to meet the applicable deadline established herein, then as soon aft
the deadline as possible.

e The electoral board must certify in writing to the State Board of eledtias
ballots were ready on the required date and that any applicants who had ballots on
file were sent ballots by that date§24.2-612.

11.1.2Ballots Received From Printer

The electoral board or their designee must certify the nuoflEllots received from the
printer, including those to be used for absentee voting. File a ¢dhisaeceipt in the
electoral board minutes8%44.2-613.

Begin the absentee voting process as soon as the ballots avedeckiis critical that
applications are entered into VERIS before the ballots are tedas mailed, so that the
ballots can be mailed (emailed or faxed) as soon as they are received frmmttre

Also, entering the applications in VERIS allows the voter to cleslor her absentee

ballot status online. This gives the voter the assurance thapipleation has been
received and accepted, while also cutting down on phone calls to the registice’s off
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11.2 Eligible Applicants

The following qualified voters are eligible to vote by absertakot if they meet the
conditions below (applying with th¥irginia Absentee Applicatignone election at a
time):

e Students at a school or institution of learning, or their spouses, who will be absent
from the locality of their voting residence on Election Day;

e Absent from the locality of their voting residence on business;

e Absent from the locality of their voting residence on personal business or
vacation;

e Unable to go to the polls due to a disabtlifjiness, or pregnancy;

e Unable to go to the polls because the voter is primarily and personally rédgponsi
for the care of an ill or disabled family member confined at home;

e Unable to go to the polls because of a religious obligation;

e Confined awaiting trial or serving a sentence for a misdemeanor chevgielgol
that the trial or release date is scheduled on or after the third day preceding the
election (se@24.2-700(5)f the trial is postponed);

e A member of an electoral board, a registrar, an officer of election,, a voting
equipment custodian or an authorized representative of a political party or
independent candidate.;

e A person who will be at work, or at work and commuting, for a total of 11 or
more of the 13 hours the polls are open; or

e (NEW CATEGORY EFFECTIVE 7/1/2009) A person who is a law-enforcement
officer, as defined in83.2-51.1 firefighter, as defined inG5.2-102 volunteer
firefighter, as defined in&7-42 search and rescue personnel, as defined8rP8
51.1 or emergency medical services personnel, as define&2Rin-811.1

e (NEW CATEGORY EFFECTIVE 7/1/2010) Any person who has been
designated by a political party, independent candidate, or candidate in a primary
election to be a representative of the party or candidate inside a polling place on
the day of the election pursuant to subsection C of §24.2-604 and §24.2-639.

The following qualified voters are eligible to vote by abseiakot if they meet the
conditions below (applying on either the Virginia Absentee Applicabos, election at a
time, or the Federal Post Card Application for multiple elections):

e Active-duty members of the uniformed services or merchant marine, or spouses or
dependents residing with them who will be absent from the locality on the day of
the election;

e A person who isgemporarily residing outside the United Stat&24.2-700,

12008 legislation adopts the definition of persdthwa disability in the Virginians with DisabilitieAct
which can include mental conditions. A 2006 Bopoticy expanding absentee voting was limited to
persons confined by the state for mental illness.
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e A person who isndefinitely residing outside the United States, and whose last
residence in the United States was in Virgini& 28.2-440- 24.2-443 88§ 24.2-
443.1-- 24.2-443 ).

The following qualified voters are eligible to vote by absentee ballotyfriteet the
conditions below (applying on either tR@ginia Absentee Applicatiarone election at a
time, or theAnnual Absentee Ballot ApplicatiofDisabled or Ill Voter) for all elections
in a calendar year):

e Unable to go to the polls due to the voter's disability or illness and likely to
remain so for the remainder of the calendar year.

11.2.1 Special Emergency Applications

The following voters are eligible to vote by absentee ballot if they meebtititions

below (applying on a special form for one election, either in person, or in the chee of t
incapacitated voter, having their completed application and ballot delivered in pgrson b
a designated representative):

e A person who becomes incapacitated on or after the 7th day before the election;
"Incapacitated” means:

hospitalized;

il and confined to his residence;

bereaved by the death of a spouse, child, or parent;

otherwise incapacitated by an emergency which is found by the electoral

board to justify providing an emergency ballot application,

hospitalized on or after the 14th day before the election but unable,

because of the voter's condition, to request a ballot before the 7th day.

(See824.2-705 Also see section 11.3.4.1 below for full definition

of "hospital” which now includes mental hospitals for purposes of
this emergency absentee process; the hospital must be in Virginia,
D.C. or a state contiguous to Virginia).

e A person who becomes obligated after 12:00 noon on the Saturday before the
election to be absent from his county or city on Election Day, and is required to
leave the county/city of voting residence before the polls open, for a purpose
pertaining to:

® his/her business, profession or occupation;

® the hospitalization of the voter or a member of his/her immediate family;
or

® the death of a member of his/her immediate family.

o (See824.2-705.1 Also see section 11.3.4.1 below for full
definition of "hospital” which now includes mental hospitals for
purposes of this emergency absentee process.)

e “Immediate family” means the children, including adopted
children, grandchildren grandparents, parents, legal guardian,
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siblings whether of whole or half blood, and spouse of the
applicant’
e An officer of election who is assigned after 12:00 noon on the Saturday before the
election to be absent from his/her precinct and serve in another precinct on

Election Day §24.2-705.%.
11.3Permissible Forms and Their Procedures

Virginia allows six different applications for an absentekoha The type of ballot that
each applicant is eligible to receive and the method by which agaicant may vote
(in-person, by mail, or by their designee) differ for these six forms:

Virginia Absentee Ballot Applicatio(824.2-700;

Federal Post Card ApplicatidgfPCA or Standard Form 7644.2-703;

Special Annual Applicatioffor the Il or Disabled§24.2-703.};

Emergency Absentee Ballot Applicati¢?4.2-70%;

Business/Personal/Medical Emergency Absentee Ballot Applicat®R4(8-
705.1and24.2-705.%; and

6. Federal Write In Absentee Ballot (applicati¢g24.2-702.).

arwnE

11.3.1 Virginia Absentee Ballot Application (SBE-701)

A Virginia Absentee Ballot Application (SBE-701) is given to anyarpon request.
Those who need a large number of applications to conduct an abseetedrivet must
print their own applications. These applications should be photocopidmfrapaged
of the current Virginia application on 8% x 11 paper. The form magnbended to
include the mailing address and fax number of the specific gergyigtrar or by not
including page 2 (the address page). Pages 1, 3 and 4 of the fomohieeyamended in
any other way. The form may be printed from the SBE website.

The earliest an application for absentee ballot may be fileslelye months prior to an
election. §24.2-70). Completed and signed absentee ballot applications may beegkturn
to the office of the general registrar by mail, in person,yofals. If the application is
obtained electronically by downloading it from the SBE or other wee,pd& must be
printed out, completed, and then returned to the office of the geegrsirar via any of
the above stated methods. An emailed application may be submhiitedas been
printed, signed, and scanned into an attachment.

Ballots are mailed to all eligible applicants except to thvase apply in person at a time
when the ballots are available and the applicant chooses to vote on pérthe time of
completing the application.

2 Updated 7/2010

% Updated 07/09 — Sometimes voters only subngitvoter-completed pages of the AB application
(currently pages 3-4), and that is fine. It is aokason to reject the application, but alwayssadv
groups/campaigns conducting absentee drives tb gmohprovide all the pages, so that the voterahdbe
information and instructions. Registrar and eledtboard offices conducting absentee voting should
follow the same procedure, or make the instructmmpage 1 readily available to all voters applyimg
person if individual copies of only pages 3-4 arevided. Page 1 contains the instructions, anl this
legally required notices.
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Uniformed and Overseas Citizens Absentee Voting Act (UOCA¥dAIens who apply
using theVirginia Absentee Ballot Applicatioare eligible to have their ballots sent to
them electronically, but they are only eligible to have ballotd $a& the upcoming
election.

UOCAVA citizens who apply using th€ederal Post Card ApplicatioFPCA) are
entitled to have their ballots sent to them by mail or edeatally. This application is
valid through and including the federal general election cycfera365 days whichever
is longer from the date of application, unless the voter requestsvig@eor a ballot is
returned as undeliverable.

When entering an ongoing application in VERIS, an ongoing ballot éxguirdate must
be entered. This will either be the day after the electionfemeby the UOCAVA voter
(for example, "just send me the ballot for November") ordéne after the end of the
federal election cycle or 365 days, whichever is longer, aéteeipt of the FPCA.
Through VERIS, it is possible to process all such applications entareugh the
ongoing absentee page without having to enter each application forgealtying
election.

Once ballots are available, the ballots should be mailed withintgvteur hours of
receipt of the application, which is typically the day after application is received and
entered into VERIS. The Code of Virginia has required maitalipts "immediately"”

but effective July 1, 2009, "immediately” is being replaced wititHln three business
days of receiving an application for an absentee ballot, or as soeafteeas reasonably
possible”. §24.2-706. Other amendments to this Code section provide for enforcement
of this section (including the new mailing deadline) in the cdurts.

"The circuit courts shall have jurisdiction to issue an injunctioertforce the
provisions of this section upon the application of (i) any aggrieved,(@eany

candidate in an election district in whole or in part in the cyutisdiction

where a violation of this section has occurred, or is likely to oau(iii) the

campaign committee or the appropriate district political pelngirman of such
candidate." [Added t§24.2-706effective July 1, 2009.]

All applications for ballots to be mailed (emailed or faxed) innesreceived by no later
than 5:00 p.m. on the Tuesday prior to the election.

A timely, eligible application is handled as follows:

11.3.1.1Eligibility

The Virginia absentee ballot application is available for use only by reggisteters who
meet the qualifications i824.2-700

* Updated 7/2010. Any person who fails to dischdrigeduty regarding the absentee ballot process
through willful neglect of duty and with maliciourgtent is guilty of a Class 1 misdemeanor.
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@ Uniformed and Overseas Citizens Absentee Voting Act (UOCASi#dens who
apply using the Virginia Absentee ballot application are eligible to hauebthiots sent
to them electronically upon reque§24.2-706 but are only eligible to have ballots sent
for the upcoming election.

11.3.1.2How to Process the Application

e Check each application for completeness. All appropriate data baust
completed.

0 A reason for voting absentee must be indicated in Part A and supporting
information for the reason must be provided, if required.

0 An address must be given where the ballot is to be mailed inBrar
Ballots cannot be mailed in care of another individual. The address ca
only be:

o the applicant’s residence address or mailing address recorded i
the applicant’s registration record on VERIS (this includes the
voter's new registration address if requesting a change of address
or transfer, before close of books, or if move is within the
allowable time to vote at the old address ur§ft.2-40);

o the address where the applicant will be while absent from the
locality;

o the address where the applicant will be located while temporarily
confined due to disability or illness;

o the address where the voter is confined awaiting trial or having
been convicted of a misdemeanor; or

o the email address/fax number if the voter is an overseasrcir a
military voter (or spouse or dependent).

o |If Part C has been marked, the applicant has indicated thstaass will
be needed in marking the ballot due to a disability, blindness, ofiipabi
to read or write. The Request for Assistance in Voting an Abs@&akot
(form SBE-649(AB)) must be sent with the ballot.

o Part D must include the applicant’s signature, a date, théolasdigits of
the social security numb@and a valid residence address for the locality.
(824.2-70).

o If Part E has been marked, the applicant has indicated that they were
unable to sign. (Part C should also have been marked if Part E is used).

o |If Part F has been marked, the applicant has indicated that their legal Virginia
residence has changed.

® Updated 07/08
® Updated 12/09
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= Address should be updated in VERIS if the application is received
before the close of books and if the voter moved to another locality
in Virginia. The absentee application is then sent to the gaining
registrar (if application is originally received in gaining locality
while books are open, process the transfer then process the
absentee applicationpO NOT send ballot from losing locality
for a voter who is being transferred in time for close of books.

= Address shoultNOT be updated in VERIS if the application is
received after close of books. Update the in-state address change
or transfer once books reopen.
e |If voter has moved to another locality in Virginaccept
the absentee application in the former locality only if the
voter is eligible to vote in their old precinct ung24.2-
401 (see "voter moved" problemsWhat If for upcoming
election for applicable moved dates) based on the "date
moved" on the absentee application.

= If new residence address indicated in Part F is in another state, the
absentee application should be denied (unless the voter moved
within 30 days of an upcoming presidential general election, and is
thereby eligible for a presidential only ballé2é.2-403) and
voter registration should be cancelled. The registrar may attempt
to contact the voter to determine if the voter accidentally put a
temporary address, instead of residence address in Part F.

How to Handle Incomplete Applications

If the application is complete, use the VERIS “Voter Searcigjiree to determine
whether the applicant is registered in your locality or if {gliaant is registered
in another locality and listed as an absentee voter. Or, procesttlydito
“Absentee Search” in VERIS to search for the voter and'méte if the voter is
in your locality.

If the applicant is registered in your locality at thedesce address provided on
the application, complete the “Office Use Only” block in the toptrigorner of
the form.

If the applicant is listed as an absentee voter for anothalitigahe Absentee
Ballot Application can serve to transfer the voter as it isigmed statement
indicating the voter’s change of address. If the applicant did notfispégi
request a change of address by checking the applicable box appgheation,
attempt to contact the applicant to verify that the voter wanotegdate his or her
registration. VERIS will indicate whether an absentee balbg issued to the
voter in the voter’s former locality, whether that ballot wasimetd, or whether
the voter voted on voting equipment by stating “On Machine.” If éobad
returned marked, that ballot cannot be counted in the old localigytbat voter’'s
registration is transferred to the new locality. If foéer voted an absentee ballot
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with a status of “On Machine,” the voter has already cast latkatd will be
marked on the pollbook in your locality as having voted. If this is élse,anake
a list by precinct of all such individuals in order to mark thenthenpollbooks as
previously voted in order to bar them from voting in the new lgcal@fficers of
election should be instructed to challenge any voter so marked vemopédtto
vote in person at the polls. Y®UST transfer the voter’s registration (normal
procedure), which will void any ballot in the former locality not wdoten
machine, either before or after the transfer is complete. IS BRI automatically
generate correspondence to such a voter advising them of thamtesbballot
status.

IN PERSON VOTING REQUIREMENT

First time Virginia voters who registered to vote by mail tmage in person if reason
code 1B, 1C, 1D, 1E, 2B, 3A, 3B, 4A, or 5A is provided, unless the voter is:

® entitled to vote under UOCAVA.
® entitled to vote under the Voting Accessibility for the Eldedgd
Handicapped Act, including:
= any temporarily or permanently disabled or ill voter;
= any voter age 65 or older who is otherwise qualified to vote
absentee for one of the above reason codes;
@ a full time student at an institution of higher learning; or
® requests an absentee ballot for presidential elections only
e One of these absentee reasons must be selected or noted on trggeaballot
application except in the case of the voter age 65 or older, wiso qualify to
vote absentee under one of the reasons on the form (age alona iguatifying
absentee reason). VERIS knows if the voter is age 65 or older.

Once the applicant is processed in VERIS, the registrar wilbbéed if the applicant is
required to vote in person. The voter must be notified that the applicaannot be
accepted (except as an “Application for Presidential BallotyO if a presidential

general election is being held) and that the applicant is requiredté¢ in person at the
polls or absentee in person the first time he/she votes in Virginia.

HAVA ID REQUIREMENTS

e First time Virginia Voters who registered by mail aftleanuary 1, 2003, must
present a specific identification the first time they voteairederalelection.
Permissible ID’s include:

0 A copy of a current and valid photo identification; or

o A copy of a current utility bill, bank statement, paycheck, government
check, or other government document that shows the name and address of
the voter (this includes the voter registration card).

Page 8 of 42 Rev 11.1.2010



e The following voters are exempt from the federal HAVA ID reguient whether
voting by mail, in person or at the polls:

o The voter submitted a copy of one of these ID’s with their negisn
application or absentee ballot application. If ID is provided, update the
voter’'s record to indicate an ID was provided which will remove the
HAVA “Verify ID” requirement.

o The voter's name, social security number and date of birth watehed
with an existing record with DMV or the Social Security Admiragbn.
VERIS will attempt to perform such a match when registethe voter.

If a match is found, the HAVA “Verify ID” requirement will beemoved
from the voter.

e The following types of voters (listed with "VERIFY ID" on VER) are exempt
from the federal HAVA ID requirement to mail in a copy ofith® with their
voted ballot when votingy mail in their first federal election in Virginia.

o0 The voter is:
= entitled to vote under UOCAVA.
= entitled to vote under the Voting Accessibility for the Elderly and
Handicapped Act, including:
e any temporarily or permanently disabled or ill voter;
e any voter age 65 or older who is otherwise qualified to vote
absentee for one of the reason codes on the application; or
= requests an absentee ballot for presidential elections only.
o When voting credit is entered, the HAVA "Verify ID" flag should be
removed.
o Note that all of the categories of voters exempt from the NAVerify
ID" requirementwhen voting absentee by maikre alsoexempt from
Virginia's requirement that new mail registrants VOTE IERSON the
first time they vote.
o Only one category of voters is exempt from VOTE IN PERSDN but
not also exempt from HAVA ID -- students.

For any voter who is not exempt for one of these reasons argjiideeto vote by
absentee ballot, the HAVA ID (SBE HAVA-1) notice must be ssith the absentee
materials for a federalection. When the ballot is returned and opened on Election Day,
the officers of election must verify that a copy of an aaidpt HAVA ID has been
returned. If so, edit the absentee ballot information in VERI®&dwate that a HAVA
ID was provided by checking the “ID Provided” box in VERIS. If HAVA ID is
presented, the officers must follow the procedures to refealisentee ballot to the
electoral board as if it were a provisional ballot (See Chaz¢r If the ballot is
considered a provisional ballot, edit the “Absentee Ballot Status’ERIS by selecting
“Provisional” in the “Ballot Status” dropdown box. If this ballot isuated by the
electoral board at the provisional ballot meeting (it should be countnatically if
otherwise valid), manually assign voting credit to this voter ilRMEfor the provisional
ballot and notate the voter’s record that the absentee ballot was not counted.
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11.3.1.3Incomplete Application Received

If required information on the absentee application is missing tthe the signature of
the applicant (such as the reason for voting absentee or thesturail the ballot to),
the voter may be contacted by telephone, fax or email and askedvide the missing
information. Indicate the name of the person providing the informatidndate and
initial the form. If no one can be reached, however, the applicatiohbaugturned to
the applicant with a letter requesting the missing informatibenTdeny the application
in VERIS, which will generate the appropriate correspondenceiaguihe voter of the
reason the application was denied.

If the applicant has provided a fax number, save time by faximgw application to the
applicant and requesting that the completed application be faxed back.

Effective July 1, 2007, the last four digits of the voter’'s sociausty number are
required in order for the voter's absentee application to be approved/otdrés full
social security number is requested the absentee application to assist in finding the
voter’s record, but it is notequired. A voter canndie denied an absentee ballot for
failure to provide their full social security number, but must be deifi¢hey fail to
provide the last four digits.

11.3.2 Federal Post Card Application (FPCA, or Standard Form 76)

The Federal Post Card ApplicatiofrPCA, or Standard Form 76) can serve as both a
registration application and/or as an application for absentee baltagsialified active
duty uniformed services personnel or overseas citizens and spouskEpendents
residing with them.

There have been several revisions to the FPCA. All versions weimigidhe required
information are acceptable. Unregistered applicants must prolidieeainformation
required for new registrations. Applicants who are alreadigtezgd must provide all
information required on a Virginia Absentee Ballot Application teabtsentee.84.2-
70)). The form was last revised in 2005, but earlier versionstdkresed and may still
be accepted. For purposes of this document, we will assume the 2005 i®rsed as
this one is still widely circulated.

11.3.2.1Eligibility

Most FPCAs are submitted by military voters or their families.
Here are the eligible categories under federal law:
"Absent uniformed services votel means:
(A) a member of a uniformed service on active duty who, by reason of such active

duty, is absent from the place of residence where the member is otherwise
gualified to vote;

Page 10 of 42 Rev 11.1.2010


http://www.fvap.gov/resources/media/fpca.pdf
http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+24.2-701
http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+24.2-701

(B) a member of the merchant marine who, by reason of service in the merchant
marine, is absent from the place of residence where the member is atherwis
gualified to vote; and

(C) a spouse or dependent of a member referred to in subparagraph (A) or (B)
who, by reason of the active duty or service of the member, is absent from the
place of residence where the spouse or dependent is otherwise qualified to vote.

"Uniformed services" means:
the Army, Navy, Air Force, Marine Corps, and Coast Guard, the commissioned
corps of the Public Health Service, and the commissioned corps of the National
Oceanic and Atmospheric Administration.

"Member of the merchant marine" means:
an individual (other than a member of a uniformed service or an individual employed,
enrolled, or maintained on the Great Lakes or the inland waterways):
(A) employed as an officer or crew member of a vessel documented under the
laws of the United States, or a vessel owned by the United States, or a vessel of
foreign-flag registry under charter to or control of the United States; or
(B) enrolled with the United States for employment or training for emplayme
or maintained by the United States for emergency relief service, asaar off
crew member of any such vessel.

"Overseas voter" means:
(A) an absent uniformed services voter who, by reason of active duty or service is
absent from the United States on the date of the election involved;
(B) a person who resides outside the United States and is qualified to vote in the
last place in which the person was domiciled before leaving the United $tates;
(C) a person who resides outside the United States and (but for such residence)
would be qualified to vote in the last place in which the person was domiciled
before leaving the United States.

The Uniformed and Overseas Citizens Absentee Voting Act (UOBDA¥2 USC 1973ff

et seq.) and subsequently enacted Virginia lag8s2(82-440- 24.2-443 permit citizens
residing overseas, whose last residence in the U.S. was in Vilgihiaho no longer
maintain an abode in Virginia and who therefore do not qualify for pembane
registration, to receive absentee ballots for elections foeré¢ elections only. In
addition, Virginia law allows certain non-military Virginia wss who have moved
overseas for reason of employment to receive full ballotslfdederal, state, and local
elections (See Chapter 12).8(84.2-443.% 443.9.

Duration of Eligibility: The filing of a single FPCA will result in the applicantee/ing
ballots for all elections for which the voter is eligible throupk end of the federal
election cycle in which the voter submits his application or 365 dakghever is
longer. The FPCA may be filed at any time after thedvaver general election for any
remaining special elections for which the applicant is eligihieng that calendar year.

" Updated 07/09; Source: UOCAVA
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The FPCA is also valid for any election conducted seven or moseafi@y the receipt of
the application by the general registr§24.2-703 (and of course before the expiration
date of the application). The form may be printed from the websithe Federal Voting
Assistance Program (FVAPhttp://www.fvap.org/ or from the link on the absentee
voting page of th&tate Board of Electionsvebsite.

11.3.2.2How to Process the Application

The completed and signed FPCA may be returned to the office géttegal registrar by
mail, in person, by fax, or it can be emailed as long as it has jménted, signed, and
scanned as an attachment. If the application is obtained eleattpbig downloading it
from the FVAP web page, it must be printed out, completed, amdréterned to the
office of the general registrar via any of the above statetthods. If it is sent by fax or
email, the original should be mailed to the registrar (but isetptired unless needed for
original registration), then use a copy of the FPCA as the absentee ballcatampli

Qualified Virginia registered voters who need to vote absentemube they are abroad
on vacation or business trips, and not temporarily residing abroad, shoultheuse
“Virginia Absentee Ballot Application” to apply for an absentee ballot, not theAFPC

Do _not wait for the original, mailed form to process the appliation or send the
ballot. If the voter is registering for the first time, and higgoral application does not
arrive by Election Day, the ballot cannot be counted. See section 11.8, UOCAV/sBallot
Returned After the Polls Close. If a military voter whoeigistering faxes or emails the
FPCA, process the application using the Military Incomplete procedures.

e When the application is received, first look at Section 1 to se# w@ason the
applicant has checked for voting by absentee ballot.

o All voters with reasonla are eligible for permanent registration in
Virginia.

o Applicants checkindb may be eligible for permanent registration or for
temporary registration for full ballots.

o Applicants checking.c areeligible forfederal ballotsonly.

e Once the application has been processed in VERIS and all informatentered
(including that the voter is overseas, temporarily overseas, andatsteiesidence
date if applicable (see Chapter 12)) you will be prompted as to lveflat type
will be sent to the applicant.

e Next, look to see if the applicant has signed the form. Ifitire@ture is missing,
the applicant must be contacted immediately to advise him/hieathaw, fully
completed application must be submitted before a ballot can be issued.

e If the signature is present and a proper reason for voting abssntbecked,
either perform a “Voter Search” in VERIS to determine the apptiis registered
to vote at the address listed in Part 3, “Voting Residence,”noplgibegin by
performing an “Absentee Search.” If the voter exists &gistered voter in your
locality, begin to process the absentee application.
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e If an unregistered applicant applies on a properly completed FPClke wia
registration books are still open, or if the applicant is eligiblelate military
registration by mail, enter the voter as a new registrant on VERIS. Photacppy
FPCA that will also serve as a registration application. ®hginal FPCA
remains in the active registration file. The photocopy is useth@ absentee
ballot application.

Late military registration Persons fulfilling all of the requirements listed below may
apply for permanent registration for all elections, by mail rorperson, up to and
including the day of the election. §84.2-41%nd24.2-420.). (See “Procedures upon
Receipt of an In-person Absentee Application” for other categeligible to register in
person after the books have closed). The application for registrasipmccompany the
application for an absentee ballot. The person being registeidttad books have
closed must be given a registration date equal to the final day of registrat

The applicant must:

) Be eligible to register,

e Be a member of the uniformed services of the United States e alcity, a
member of the merchant marine, or the spouse or dependent resithngnw
active duty military or merchant marine member, and

e By reason of active duty (or merchant marine service) be ngrrabfient from
the county or city in which he/she resides,

@ The Attorney General concluded in a 1971 opinion that service membersad
a Virginia place of abode before assignment to active dutyeése retain that
place of abode, unless they choose to change their place of abodd,tkegmo
longer have a residence in Virginia.

If the request for registration and an absentee ballot from arsprpeneeting these
requirements is incomplete, follow the procedures for “Military Incomplepglications.

e If ballots are not yet ready to be mailed, the information hest@nd the FPCA is
correct and in good order, it is critical that you complete andl theireturn post
card attached to the FPCA. Use the SBE FPCA Acknowledgementdr a
document of your own design. These documents should inform the military
member of the type of ballot he/she will receive, when he/dheseeive it, how
he/she will receive it, the voter's category, and what is reduirhis/her status
should change. Since the FPCA application does not have an “Ofe®©hly”
block, attach it to a blank Virginia application or to a shegtapfer on which the
“Office Use Only” section has been printed, and complete the iattwmin this
section.

e Process this application by entering the applicant’s informatiche Absentee

Search engine. If the voter is currently registered irsylséeem, VERIS will self-
populate the voter’s information. VERIS will also indicate whethervoter has
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currently requested an absentee application. If the voter hasquasted an
application, select the “Add Application” button.

o The “Add Application” screen will appear. Enter the appliant’
information into VERIS for processing. There are drop down boxes for
application types. The application types are listed by namecadd
section.

o0 Once the application type is selected, the reason will self @@pulThe
reasons are listed in numerical order and indicate the reasamting
absentee. The only reasons that will populate are the oneseledigérle
to use the application type that was previously selected.

0 Select and enter data that reflects what has been completed on the absentee

ballot application. Boxes that have thebeside them, must have data
entered or your application will not be processed.

Using FPCA for Multiple Elections The FPCA application is good for all elections in
which the voter is otherwise eligible to vote through the end ofettierél election cycle
in which the voter submits the application or 365 days, whichevenget. Enter an
ongoing ballot expiration date (use the day after the lagbieliglection.). The FPCA
will be processed by VERIS as an ongoing application. An ongoipticapon is not
required to be reentered in to VERIS for the upcoming electionsetwto ensure that
all eligible ongoing applicants displayed on your absentee repagsiitical that you
activate your ongoing BEFORE you set your ballot ready date.

To activate the ongoing application, the registrar will need to do the following
e Click on the absentee link;
e Next, click on the ongoing absentee ballots link;
e Next, select the appropriate election from the dropdown menu;
e Next, click on the generate ballots button.

Once the ongoing process is complete, set the ballot reéelyoddhat specific election.
Following these steps will ensure that any ongoing absenteieappleligible to vote in
the election will have their ballot lines generated.

e The application should be copied and processed for each additionabrelect
However, you do not need to add the application for each successiveneietct
VERIS; you will process all ongoing absentee applications asaiedicabove.
The applicant must specify by party designation any prirbatipts the voter is
requesting.

e The application for the calendar year may be submitted atiamgy dfter the
previous year's November general election, and is effective foelaction for
which the applicant has met both the applicable absentee and vasératieg
deadlines. For example, voters who are military or alreadypgreently registered
are eligible to receive absentee ballots for elections heldaat 7 days after
receipt of their FPCA. Non-military registering for the ffititne must also meet
the applicable close of books deadline for the election and could eclesentee
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ballots for a general or primary election held at least 21 afgsreceipt of their
FPCA.

@If a special election is held in your locality during November ecé&nber, voters
who previously submitted FPCAs are eligible to receive ballotisahelection as
well if their ongoing applications have not yet expired

@In addition, for a November or December special election, anysve&rding in
the FPCA after the November general election for the neat,yand at least 7
days before the special election, are also eligible to rebaiN@ts for that special
election, provided they have met the voter registration deadline.

e If an official reply to the application or an absentee baéwit to the applicant is
returned as undeliverable, no ballot for any subsequent election nsapt® the
voter until a new application is filed and accepted.

11.3.3 Annual Absentee Ballot Application (Disabled or Ill Voter) (SBE703.1)

Section 24.2-703.1allows any person who is eligible for an absentee ballot under
subdivision 4 of 84.2-700because of a disability or illness, and who is likely to remain
so eligible for the remainder of the calendar year, to filpegial annual application to
receive ballots for all elections in which he/she is eligiblgote in a calendar year. The
Annual Absentee Ballot Application (Disabled or Il Voter) Wik processed by VERIS

as an ongoing application. An ongoing application is not required tedrgered into
VERIS for the upcoming elections.

To activate the ongoing application, the registrar will need to do the following
e Click on the absentee link;
e Next, click on the ongoing absentee ballots link;
e Next, select the appropriate election from the dropdown menu;
e Next, click on the generate ballots button.

Once the ongoing process is complete, set the ballot reéelyoddhat specific election.
Following these steps will ensure that any ongoing absenteieaypleligible to vote in
the election will have their ballot lines generated.

e Use the Annual Absentee Application (Disabled or Il Voter) (SBE-703.1)

e The voter's firstsuch application must be signed by the voter and his physician
accredited religious practitioner or mental health professioaal f(gm) attesting
that the voter is eligible for an absentee ballot under subdivision§2402-700
and likely to remain so eligible for the remainder of the calendar year.

Subsequent annual applications from the same voter (even if not in coresgeats)
do not require the physician's signature.

e When entering all ongoing applications in VERIS, enter an ongoirigt ba
expiration date (use the end of the year as an expiration datbefcannual
application as this allows for any special elections that coaye up late in the
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year)® The application should be copied for each succeeding election in the
calendar year. An ongoing application is not required to be reentered in I& VER
each successive election. The registrar will just need ¢& dn the ongoing
absentee ballots link from the “Absentee” drop-down menu. This thah
activate the ongoing absentee ballot batch for the specifaticgle Once the
ongoing process is complete, set the ballot ready date fospleatfic election.
Following these steps will ensure that any ongoing absenteeamglieligible to

vote in the election will have their ballot lines generated.

e The applicant must specify by party designation any primarptbdthe voter is
requesting.

e Keep a separate file with copies of these applications for referenceie yars.

e The law requires the general registrar to send each suchednaplblicant a blank
application by December 15 for each ensuing calendar year.

e For the annual application due to disability or illness, enter aapghcation for
each year, if submitted by the voter.

e |If an official reply to the application or an absentee basit to the applicant is
returned as undeliverable, or the general registrar knows thapphieaat is no
longer a qualified voter, no ballot for any subsequent election shaérieo the
voter until a new application is filed and accepted.

11.3.4 Emergency Absentee Ballot Application (Hospitalized or Otherwise
Incapacitated Voter)’ (SBE-705(1))

The Code of Virginia provides a method for certain voters who are hbapi or

incapacitated just prior to an election to obtain and vote an entgrgésentee ballot.
(824.2-70%. These voters may request, at any time prior to 2 P.M. oteth@receding
the election that an “Emergency Absentee Ballot Application” (3BE) be delivered to
the voter in the hospital or at their residence.

The eligible qualified voter is one who becomes "incapacitated" on orladteeventh
daypreceding an election.
e For purposes of this section, "incapacitated” means:
o hospitalized;
o ill and confined to his residence;
o0 bereaved by the death of a spouse, child, or parent; or
0 otherwise incapacitated by an emergency which is found by the electoral
board to justify providing an emergency ballot application.

In addition, an incapacitated voter is one who becomes hospitalized on or after the
fourteenth day before the forthcoming election and is undbketo his condition to
request an absentee ballot sooner than the seventh day before an election.

8 Updated 07/09
° Updated 07/09
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@ Because an “otherwise incapacitated” emergency application mayerequi
a very quick decision by the electoral board and because it may not be possible
for the board to provide notice and meet immediately, the board could delegate
this responsibility in writing to the Secretary of the board. Because trsathec
requires a “finding” of the board, it should never be delegated to the registrar, and
the registrar is not authorized to decide or advise the voter whether any aarticul
“otherwise incapacitated” emergency will be submitted to or approved by the
board (or secretary if authority is delegated) or not. Every “otherwise
incapacitated” emergency must be submitted prior to the issuance of the
application.

@ Because the General Assembly has given the electoral boards discretion to
decide which “otherwise incapacitated” emergency requestsamied, the board
should keep good records from election to election about what the circumstances
were in emergencies that were approved or not approved by the board (or the
board secretary if authority is delegated) under this section. This will provide
guidance to future boards to ensure consistency and to respond to any legal or
other challenges to the board’s use of its discretion in these matters.

11.3.4.1Definition of a Hospital

The Code of Virginia§32.1-123 defines “hospital” as any facility licensed in Virginia
pursuant tahat 88 32.1-123 through 32.1-13Further, the facility must be one in which
the primary function is the provision of diagnosis, of treatment, anchegfical and
nursing services, surgical or non-surgical, for two or more noretelatidividuals,
including hospitals known by varying nomenclature or designation sishreatoriums,
sanitariums and general, acute, rehabilitation, chronic disease,tesinortiong-term,
outpatient surgical, and inpatient or outpatient maternity hospitals.

Amendments to this law in 2008 expanded the definition to include "hospsaigfiaed
in 837.2-100i.e. any state hospital or licensed hospital that provides cargeatichent
for persons with mental iliness.

@ This definition does ndhclude a nursing home except when used for
rehabilitation purposes as indicated above.

This definition is extended b§24.2-7050f the Code, for purposes of that section, to
include any comparable hospital in the District of Columbia or staie contiguous to
Virginia. The qualifications to use this absentee process are alsedirny that
definition. A hospital more than one state away would not qualifym@reber that the
application must be delivered to the registrar by the voter'sseptative, taken to the
voter at the hospital or their residence, and must be returnelgebgidse of polls on
Election Day).
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11.3.4.2Request for Emergency Application

The hospitalized voter must ask the general registrar to provittenagrgency Absentee
Ballot Application” (Hospitalized or Otherwise Incapacitatedt&f) by telephone or in
writing at any timeprior to 2:00 p.m. on the day before the election In either case, the
voter must provide the name of the person selected to be the remliigsahtsignated to
pick up and return the ballot.

A gualified voter's designated representative must be eighteen yearsoofodader and
cannot be:

e an elected official;

e a candidate for elected office; or

e the deputy, spouse, parent or child of an elected official or candidate.

The “Emergency Absentee Ballot Application” (SBE-705) is giverthie hospitalized
voter's designated representative for delivery to the hospitalizted at the hospital, or
to the incapacitated voter at the voter's "current residen@h@wvn on the registration
records."”

This form is normally printed, front and back, on green paper.

11.3.4.3Return of Completed Application

The blank application may be fax#uol the designated representative or to the voter, but
must be returned by their representative in person in ordendaepresentative to pick
up the ballot.

When the hospitalized or incapacitated voter's designated reptesenmtturns the
completed “Emergency Absentee Ballot Application,” the secretdryhe electoral
board, the registrar or the assistant registrar must verify:

e that the applicant is a qualified voter;

e that the name of the designated representative is listed,;

e that the completed application is received no sooner than the lsedant
preceding the election amb later than 5:00 PM on the day preceding the
election;

¢ that the certificate portion has been completed and signed by --

o0 a hospital official, licensed physician or mental health provider;

o or if ill and confined to his residence, by a licensed physiciaantah
health provider or accredited religious practitioner;

o or if bereaved, by a licensed physician, accredited oeigypractitioner or
a funeral service licensé®;

e if the voter has been found "otherwise incapacitated by an emgrgdmch is
found by the electoral board to justify providing an emergency kalolication”
the certificate portion of the form is signed by the Segyatfthe electoral board

19 Updated 07/09
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(who "shall certify on the form to the incapacity of the applicand the
applicant's inability to be present at the polls on Election D2y");

¢ that the hospitalized or incapacitated voter has properly completesigned the
application;

e that the designated representative has signed and completednigesypiortion of
the form and that the information provided indicates that the vo@s w
hospitalized or incapacitated on or after the seventh day before the election; or

e that the voter was hospitalized on or after the fourteenth dayelti® election in
a condition that made the voter unable to request an absenteesbahet than
the seventh day before the election.

11.3.4.4Providing the Absentee Ballot

Prior to providing the hospitalized or incapacitated voter's desidmapresentative with
an absentee ballot, the secretary of the electoral board, trstraegr the assistant
registrar_shouldequest identification from the designated representative toeatizat
he/she is the person designated by the voter. Although a form ofepidantification
would be preferred, any item bearing the representative's name is aaeptabl

@ Failure to provide identification will not disqualify the application.

The secretary of the electoral board, the registrar, or thetaagsregistrar prepares the
absentee ballot in the same manner as a mailed absentee hhalloicludes the
“Instructions For Emergency Absentee Voting” and hands the senledope to the
hospitalized or incapacitated voter's designated representativeif@rgéd the voter.

e Be sure to include the correct version of the emergency instructhoivsse the
designated representative that the properly executed absenkate nbadt be
delivered to the registrar's offiggior to 7:00 PM on Election Day (the close of
the polls) and enclose those instructions with the ballot(s). Any “Emergency
Absentee Ballot” received after the 7:00 PM deadline on Electaynill not be
counted.

e If the hospitalized or incapacitated voter indicates thattassis will be needed
in the preparation of the ballot due to blindness, disability, or ibabil read or
write, be certain to include the Absentee “Request For AssistForm” EBE-
649(AB)), with the absentee voting materials.

The hospitalized or incapacitated applicant's name must be ceraterthe “Emergency
Absentee Ballot Applicants Lis{SBE-710-1)

1 Updated 07/09
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11.3.4.5Statement of Designated Representative

Upon returning the absentee ballot, the hospitalized or incapacitatets \designated
representative must complete the Statement of Designated sBefate/e (of
Hospitalized or Otherwise Incapacitated Vo{&BE-705(2)) under oath, stating that he:
is the designated representative;

meets the qualifications of a representative;

personally delivered the ballot to the voter who applied for it;

was in the presence of the voter when the voter marked the ballot, that it was
placed in the envelope provided, the envelope sealed, and the statement on its
reverse side subscribed by the voter; and

e returned the ballot, under seal, to the electoral board at the registrags offic

11.3.4.6Reqgistrar's Certification

After the hospitalized or incapacitated voter's designated mypesve has executed the
affidavit, the registrar or assistant registrar must coraglet lower portion of the form
by inserting, as appropriate:

Application number;

Precinct name and number;

Date ballot returned; and

Time ballot returned.

The registrar or assistant registrar must then sign then fand attach it to the
“Emergency Absentee Ballot Application” completed by the hospadlor incapacitated
voter.

The appropriate information is then recorded in VERIS.

11.3.4.7Delivery of Ballots

Electoral boards must deliver the ballots to either the apptegacincts or the CAP on
Election Day, pursuant t§24.2-710 with a copy of the “Emergency Absentee Ballot
Applicants List.”

11.3.4.8Entering into VERIS

“Emergency Application” is now listed as an application typthaabsentee application
drop down menu. Once the emergency application type is selected,ctieede by
method will populate and only the designated representative methdubwavailable for
selection. The reason type will populate as well and only illnesksability will be
allowed for selection. (Use “illness/disability” even if treason was bereavement or
otherwise incapacitated, and use the comments field to explaing ballot sent by
method will self populate with the designated representativemedsontinue to process
the application as normal.
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11.3.5 Emergency Absentee Ballot Application (Emergency Travel for Busings
Hospitalization or Death in Immediate Family) (SBE-705.1)formerly the
Business/Personal/Emergency Absentee Ballot Application)

Section24.2-705.1and24.2-705.2permit any qualified voter to vote absentee who finds
out after 12:00 noon on the Saturday immediately before electiothdaye/she will
have to leave before the polls open and will_be away from histhenty or city of
residence on Election Ddgr one of the four following reasons:
e Absent for a purpose relating to his/her business, profession, or oocupktust
provide the name of his/her employer or business;
e Due to their own impending hospitalization either later on the day ééhar
election or on Election Day;
e Due to the hospitalization of a member of his/her immediate family;
e Due to the death of a member of his/her immediate family;

@ "Immediate family member" is defined as the children inclgdidopted
children, grandchildren, grandparents, parents, legal guardian, sjbling
whether of the whole or half blood, and spouse of the applitatiopspital”
under this reason is defined the same as under "hospitalized or itet@p&c
above, so the definition is limited to facilities in Virginia,d or a state
contiguous to Virginia.

Or to serve as an officer of election in another precinct other then whetitkee votes.

This voter must:
e Apply in person at the office of the general registrar of his/her county tyr afi
residencéefore 2:00 PM on the day before the election
e Complete and sign the Emergency Absentee Ballot Application.
e Vote in the same manner as any other in-person absentee voter.

These applicants must be entered into VERIS. Emergency applicamow listed as an
application type in the drop down menu. Once the Emergency applicgpenig
selected, the received by method will populate and the in-persmthear method will be
available for selection. The reason type will populate as well larsihess, illness,
disability, and election official reasons will be allowed fetestion. Please select the
appropriate reason for voting absentee. The ballot sent by meihasdlfypopulate and
only the in-person method will be available for selection. Continue to processa#pplic
as normal.

11.3.6 Federal Write-In Absentee Ballots (FWAB) (824.2-702.1)

Qualified military and overseas applicants may use ther&edé&ite-In Absentee Ballot
(FWAB) to register and vote in all elections for which the agpit is eligible’®> Federal
law mandates that UOCAVA applicants be allowed to use the F\&8A8 back up ballot

2 Updated 7/2010
132009 Virginia legislation allows use of the FWA®Bregister; 2010 Virginia legislation expands itese
from federal only to all elections in which the &pant is eligible to vote.
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for, at a minimum, federal officéd. Virginia law is broader, allowing the FWAB to be
used in all elections, federal, state and local, in which the WO*Cépplicant is eligible
to vote. Citizens residing overseas indefinitely without qualfyemployment are
eligible for federal only ballots; these applicants may tieeRWAB to vote for federal
offices only. (824.2-702.).

Federal law stipulates that nonmilitary overseas citizens masd their FWAB from
outside the United States for the ballot to cddmctive duty military, their spouses and
dependents are not subject to this geographic mailing restriction. The FWARioss
include addressing to the appropriate general registrar or elebtmrd. (88 24.2-701,
24.2-702.1, 24.2-709(A).)

The FWAB is designed for use when the eligible military or aessvoter believes his
or her regular voted state ballot may not be received by thedldoral board in time
to be counted in the election. TR&VAB requires the applicant to affirm (items 5 and 6)
under felony penalty that they timely applied for a regulae sthsentee ballot but never
received the requested baltBt Applicants often mail a FWAB near the time of a FPCA.
Like the UOCAVA envelope B, the FWAB includes a voter statdmbat must be
signed and dated by the voter and a witness. However, unlike t6aW®envelope B,
the voter statement for the FWAB appears on a page rather than an en{elope.

Virginia law (8 24.2-702.1pllows the FWAB to serve as (1) registration application, (2)
absentee application (for the enclosed ballot), and (3) the complédtet foa ALL
elections, federal, state and local, in which the applicant iblelitp vote based on their
registration status. See Chapter 12. Nonmilitary applican@imgsoverseas indefinitely
without qualifying employment have temporary federal only bakgjistration status
under Chapter 4, Article 7, 88 24.2-440 through 24.2-443.

Section 24.2-702.1 allows accepting a completed FWAB received likéodeadline for
returning ballots as timely for registration and absentee appliaatigrif the applicant is
eligible for registration. If the applicant is not eligibte tate mail registration under §
24.2-419'® a FWAB received after the close of books deadline for thei@hecannot be
counted, although the applicant can be registered for the next efectidititary
applicants eligible for late registration can vote using a BWéceived by the deadline

42 USC § 1973ff-2.

%42 USC § 1973ff-2.

% The Virginia deadline to apply for mailed absertta#iots is 7 days before the election. Va. Code §
24.2-701. Hence, Virginia FWAB users affirm thia¢y applied by FCPA at least 7 days before the
election and did not receive a regular state ballogésponse to the FPCA as of the date the FWAB.
" The FWAB has been redesigned to place the vaiggraent on a separate page rather than on an
envelope.

18§ 24.2-419 limits eligibility for late mail regisition to absent active duty military. Personsgerarily
residing outside the United States are listed brihat included as eligible for late registratiarthe last
paragraph.

19 Because the FWAB does not provide continuing bslihe applicant will need to submit a new FPCA to
receive ballots for future elections.
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for returning ballots even though no FPCA was actually receiyesldation officials by
the absentee application deadlffie.

Table 1--Instructions for Processing FWABs Alone

Description Action to take Code

Applicant registered or | e Retain original application portion of form for 24.2-702.1,
meets applicable registration file and make 2 copies, one for absentee24.2-703
registration deadline, application and one to go with ballot.
absentee application Enter registrations that have made the applicable
deadline and deadline to deadline before processing the absentee application.
return ballot. Enter the absentee application information, selecting
Application portion of “Write-in Absentee Ballot” as the application type.
form completed, Sellect'g thebappropriate reason from the drop-down

: . selection box.
W!tnessed and Slgned by Place a “Federal Write-In” sticker on the balfStFill
Wltr!ess a_nd appllcant (of in the precinct code and the date and time received.
assistant if _appllcant Place this ballot with all other ballots for the precingt.
unable to sign). No further ballots issued under the FWAB.
Unregistered applicant Retain original application portion of form for 24.2-702.1,

does not meet applicablé
registration deadline
(e.g., only a FWAB
received for unregistered
overseas citizen after
COB deadline)

)74

e Write “void” on the FWAB.

registration file (when books reopen after election)
make two copies, one for absentee application and
to go with ballot.

Place the ballot in the “Federal Write-In Absentee
Ballots Voided” (SBE-FED) envelope provided for
your locality.

Within 90 days of rejection, EB must send applican
written explanation of the reason for rejection (e.qg.,
timely registration application, ballot received after
election, etc.) §24.2-711.1.

Applicant is registered for statutory period (after bo
reopen) but ndurther ballots are sent under the

adl.2-703
one

no

ks

FWAB alone??

Table 2 summarizes the action to take when both an FPCA and an FWAB are received
for the same applicant; Table 3 summarizes the action to take when both a voted state
ballot and FWAB are received from the same applicant.

Table 2--FPCA and FWAB for Same Applicant—Ballot Issuance

20 Bush v. Hillsborough County Canvassing Bd., 123 F.Supp.2d 1305 (N.D. Fla. 20@filitary

applicant’'s sworn statement of timely absenteeiegfbn must be accepted as true).
L Labels are printed locally using a .pdf file (FWAdbels) available through SBE’s website; theseliab
can be printed on 1 ¥2” x 2 13/16” mailing label& (@bels per sheet).
2 |f a voter mistakenly submits a FWAB without indlng any voted ballot whatsoever, the voter may be
able to submit a completed FWAB with a voted ballot
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Description

Action to Take

Code

FPCA and FWAB received
together and meet absentee
ballot application deadline

and applicant is registered or

meets applicable registration
deadline.

Issue regular state absentee ballot, full or
federal only depending on registration status

24.2-702.1, 24.2;

5.703, 24.2-706

Neither FPCA nor FWAB
meet applicable registration
deadline for applicant who is
ineligible for late registration
(nonmilitary overseas
citizens)

Voted ballot cannot be counted. Registratio
(after books reopen) and absentee ballot
application continue for statutory period
(longer of 365 days or the federal election
cycle).

24.2-416, 24.2-
n419, 24.2-702.1,
24.2-703

Neither FPCA nor FWAB me
absentee application deadlin

tVoted ballot cannot be counted. Registratio

e(after books reopen) and absentee ballot
application continue for statutory period
(longer of 365 days or the federal election

n24.2-701, 24.2-
702.1, 24.2-703

cycle).

Table 3—State Ballot and FWAB for Same Applicant—Counting Ballots
Description Action to Take Code
Both regular state ballot ang e Count regular state ballot normally; | 24.2-702.1, 24.2;
FWAB received before e Write “void” on the FWAB: 703, 42 USC
election day for applicant Place the FWAB in the “Federal 1973ff-2

meeting absentee and
registration deadlines.
(VERIS shows FWAB
received but not yet countec
on Election Day.)

[ ]
Write-In Absentee Ballots Voided”
(SBE-FED) envelope that has been
provided for your locality;

In VERIS, enter that the Virginia
absentee “Ballot Status” is returned
“Marked” which will supersede the
FWAB.

)

Only FWAB received by
deadline

Count FWARB if applicant already registered
or eligible for late registration and applicatig
complete. If not registered and ineligible fo
late registration, registration effective after
books reopen but must apply to receive
absentee ballots.

rY09; 42 USC
r1973ff-2

24.2-702.1, 24.2;

Federal law allows applicants who apply for and receive a negtidte ballot the option
to vote and return that ballot regardless of whether an FWABd@&sreceived. 42 USC
1973ff-2. If the choices on the FWAB are hand written, the regtiéde ballot will be

easier to process and ¢

ount.

FVAP is making the FWAB avaiiabpeinted form to

registered voters, making it less important for these votersttwnrthe regular state

ballot to assure their cho

ices can be interpreted correctly.
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11.4 Procedures for Mailed Absentee Ballots

After ballots are available to be mailed, VERIS has the capability to pregveeal
reports for the applications that were entered the previous day. Reports chaddes
for the following intervals: one time, weekly or monthly. (8eeefor more information
about each report.)

e Daily Absentee Applicants List

@ Use this report to proof your daily data entry against the application forms.
e Certificate of Mailing List
e Absentee Ballot Mailing Labels
e Generated Ongoing Ballots List

@ If a voter applies in person and would like their ballot mailed, enter the apiplic
information in VERIS and make sure “Mail” is selected in the “Ballot Ssfit
field.

11.4.1 Assemble The Following For Each Ballot To Be Mailed On The Certificate
Of Mailing:

e The “Instructions for Absentee Voting” (SBE-706-4) for the appeate ballot
type used in your locality.

e A ballot set sealed in the “Ballot Within” envelope (SBE-706-Thig should be
referred to as “A” envelope.)

e A “Marked Ballot” envelope (SBE-706-2). (This should be referredsdThe
Statement of Voter" or "B" envelope.)

® There are currently two versions of the “B” envelope.

e The one titled “UOCAVA Statement of Voter” is to be used by
UOCAVA citizensonly (including uniformed members and their
families stationed in the continental United States).

e The one titled “The Statement of Voter” is to be used by allrothe
Virginia residents voting absentee.

e A “Return Envelope” addressed to the electoral board secr(&ty-706-3A)
with a return address label. A return address label will beéymed by the printer
and will include the applicant’s precinct and district code numbers.

e If the application indicates that the voter will need assistarar&ing the ballot, a
“Request for Assistance in Voting an Absentee Ballot” form (SBE-649)(AB)

e If the applicant is eligible for a “Military Incomplete” bat, a Federal Post Card
Application and a letter or the FPCA acknowledgement form.

Remove the left-hand label for each applicant and affix it“®edurn Envelope.” Insert

all of the above into a “Mailing Envelope” (SBE-706-5B), affix thghtthand label to
the front of the envelope, and seal the envelope.

Page 25 of 42 Rev 11.1.2010



Overseas applicants are eligible for postage-free absentiegman this case, substitute
postage-free return envelope (SBE-706-3B). Mail ballots to thegéicants in the
postage-free envelope (SBE-706-5B). No “Certificate of Mailingéguired.

Absentee ballots that are not postage-free must be mailed i@n{Certificate of
Mailing.” The certificate provides the electoral board with priwit the ballot was
mailed and the address to which it was mailed. If three or mbsentee ballot
applications are entered into VERIS throughout the day, a “Catéfiof Mailing” will
be available for printing the following day. The number of ballotdemianust equal the
number of names on the “Certificate of Mailing.” Any errorsdi@ta entry must be
corrected by hand on the “Certificate of Mailing” and totalsistnbe adjusted
accordingly.

11.4.2 Emailing or Faxing the Ballots

The State Board of Elections previously conducted two programs to assist ¢anymili
voters. An Emergency Military Absentee Voting Program was edtabli; 2002
following President Bush’s Declaration of a State of Emergency@ftér Governor
Warner directed the Secretary of the State Board of Elections to dstabliandatory
email absentee voting program for active duty military deployed outsidetieental
United States. These military voters may email a request for an ablsalhéereceive
the ballot and return the envelope via email. Then, they print and vote the ballot and
return it by mail. This method has dramatically reduced the time it takeslftary
voters to cast an absentee ballot.

After the successful emergency and pilot programs, the 2008 General Assewandisd

the program into law. Effective July 1, 20@24.2-706requires each electoral board to
send the blank ballot, the form for the envelope for returning the marked ballot, and
instructions to the voter by these electronic procedures upon request of a UOCAYA vot
who is stationed or resides outside of the continental United States "Continergal Unit
States" was then defined by State Board of Elections policy to allayin\&rvoters in
Alaska to take advantage of electronic transmission.)

The 2009 General Assembly further expanded the program. Effective July 1, 2009,
824.2-706requires each electoral board to send the blank ballot, the form for the
envelope for returning the marked ballot, and instructions to the voter by thetsengte
procedures upon request of a military voter (family members residinyywihih is
stationed or resides outside of Virgipid010 legislation eliminated this geographic
limitation.

After ballots are available to be sent, VERIS produces thdy'[Pdsentee Applicant”
list each morning for the applications that were entered thegu®day, or you can print
this report at any other time of your choosing. It is recomntegda use this report to
proof your daily data entry against the application forms.
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11.4.2.1Assemble the Following for Each Ballot to Be Emailed or Faxed

e Votinglnstructions.pdf (Contains instructions to the voter on how to assemble;

e BallotWithin.pdf (Contains your localities ballot in a scanned pdf format);

e ABEnvelope.pdf (Contains the UOCAVA Security Envelope “Envelope B”
template);

e If the applicant is eligible for a “Military Incomplete” ballot, a Fedétast Card
Application and a letter or the FPCA acknowledgement form.

11.4.3 Procedures upon Receipt of a Mailed Absentee Ballot

Voted absentee ballots may only be returned by mail or in peystirelvoter. No other
person may deliver an absentee ballot on behalf of the voter witlexiteption of
hospitalized/incapacitated emergency applicants using a desigeptesentative. Upon
receipt of the ballot:

e If the ballot is returned by the general registrar to {eeteral board, the board
shall give the general registrar a receipt showing the time and date dittme re

e Complete the “Electoral Board Use Only” section on the top of therout
envelope.

e Slit open the outer envelope to determine whether the ballot wasedtused or
unused. Do not open the “Marked Ballot” envelope or remove the contemts f
the outer envelope.

e Perform an “Absentee Search” in VERIS and update the recoahteying the
date the ballot is received. Enter the “Ballot Received byhbdtBt and the
“Ballot Status” to indicate if the ballot was returned marked or unmarked.

e Deposit the ballot, used or unused, in an appropriate locked containeudsec
location.

The following morning, the “Daily Absentee Applicant List” witiclude all applicants
whose records are updated with returned ballots. Check the prinemgure all records
are properly updated.

Absentee ballots may be returned to the office of the geremgyadtrar or electoral board
before the close of polls on Election Dgg24.2-709)

11.4.4 Expedited Absentee Procedurg¢§24.2-709.1)

Effective July 1, 2007, the electoral board may authorize the demenatrar to take
specific steps to expedite the counting of mailed absentee b&loés.or all of the
following steps may be taken but the electoral board must approve,apeam meeting
and record in the minutes, the specific steps that are authorized.

The Electoral Board may authorize the Registrar to:

e Examine the Statement of the Voter on the ballot envelope and note its
completion.
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Mark the pollbook or the absentee applicant list that the voter has voted.
Selecting the status of “Marked” in VERIS will automaticatigtate the Final
Absentee Applicant List that the ballot was returned marked. You ats®
assign PBC numbers to the Final Absentee Applicant List, whichaitediche
voter has voted.

Open the ballot envelopes and insert optical scan ballots into the tabulators.

0 This step may only be completed if your locality is using a G&Fthe
election.

o Two officers of election, one representing each political partystroe
present to complete this step for a general election.

o0 The “Ballot Status” must be updated to “On Machine” in VERIS foy a
ballot that is inserted into the counter prior to Election Day.

o0 No vote totals may be initiated on the tabulators.

o By law, no person present while ballots are unsealed and inseegd
disclose any information concerning the ballots.

0 Best Practices It is recommended that if this step is undertaken, it not be
done Dbefore the books close, or while large numbers of
applications/transfers that just made the close of books arebesitilg
entered. Once the ballot is in the tabulator, it cannot be venedl if the
voter is later found to have transferred.

0 Best Practices It is recommended that the Electoral Board notify the
local political party chairs and the candidates who would individuwly
entitled to representation in the polling place on Election Day (E#ieP-

604 (i.e. primary candidates and independent candidates) of the tone an
place for this step, and allow their observers to attend if thely still, of
course, maintaining the secrecy of each voter's ballot).

11.5Procedures for In-Person Absentee Voting

Any qualified voter who is eligible to vote by absentee ballot,vaimal applies in person

at a time when ballots are available, may vote in personeatirtte of application or
request that the absentee ballot be mailed to him/her (provided theapptees by the
deadline for requesting ballots to be mailed, currently 5:00 PM osetienth day before
the electioih The deadline for appearing in person to vote absentee is 5:00 p.he on t
Saturday prior to the election. Procedures for an in-person application are:

1. Have the voter complete the “Virginia Application for Absenteeld8abr the

FPCA if applicable. Provide any assistance necessary.“nédeto” address is
not necessary for an in-person applicant who chooses to vote in pieteen
ballots are available. If the voter requests the ballot to bhkednahe address
listed must be the address in VERIS (including the changed aeness provided
on the absentee form if the voter moved within the allowable deadlinder
824.2-40), the address at which the voter will be while absent fromatedity,
or the address where the voter may be temporarily confined dudisability or
illness. The absentee ballot may not be sent “in care of” any other person.

. Determine if the applicant is registered in your locality atdthe address

provided. If the registration books are still open for the electionif dine
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4.

applicant is eligible for registration after the books haveedpthe applicant may
apply for registration and vote immediately thereafter. Tgister or update
his/her registration, the applicant must complete the “VirgirogeW Registration
Application” or FPCA. If the registration books are closed andhfipdicant has
moved, you must determine if the applicant is eligible ug@dr2-40] or §24.2-
402, to vote in the particular election.

The following persons are eligible to register while the bowokscésed, up to
and including the day of the electionThey must be given a registration date
equal to the final day of registration§24.2-419824.2-42240.1

o0 Those normally absent from their county or city who are membdiseo
uniformed services of the United States on active duty, memibehe o
merchant marine, or their spouses and dependents residing with the
(these individuals may apply either by mail or in persand their
application for registration (FPCA) may be mailed with th@iplecation
for an absentee ballot (FPCA));

o Persons residing temporarily outside the United States, caahabit
spouses and dependents who either (i) have normally been absent from
their county or city, or (ii) return from being absent from thewrgdy or
city to reside there during the 28 days immediately precednsg
election®® these individuals must apply in persémpplying while books
are closed,;

0 Members of the uniformed services of the United States who were
discharged during the 60 days immediately preceding the arlecind
their spouses and dependents residing with them (these individuals must
apply in persorif applying while books are closed).

If all is in order, complete the “Office Use Only” section on the top ginbher of
the application.

Effective July 1, 2002, all in-person absentee voters must prahecef the specified
forms of identification or sign an “Affirmation of Identity” bafe being allowed to vote.
(824.2-643) Acceptable forms of identification include:

®

Commonwealth of Virginia Voter Card
Social Security Card
Valid Virginia driver’s license
Any other ID issued by a government agency of:
o the Commonwealth of Virginia,
o one of Commonwealth’s political subdivisions, or
0 the United States
Any valid employee ID card containing the voter's photo and issuethéy
voter’'s employer in the ordinary course of the employer’s business

A voter who can provide no identification is required to sign theif#tion of
Identity” form.

% va. Code § 24.2-420.1.
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. When the voter indicates on the application that assistance isegkdaivote,
provide the voter with a “Request for Assistance in Voting an AbseBallot”

form (SBE-649(AB)). The voter requesting assistance because of a disability or
an inability to read or write, but who is not blind may choose amyonassist
with voting the ballot except the voter's employer or union officialblind voter

may choose anyone. You must provide assistance if that is th&s\atiteice. A
blind voter need not sign the assistance form. Fill out the form caehplketd
enter the words “blind voter” on the voter’s signature line.

The law was changed effective July 1, 2005 to require that Histeag to the
blind voter sign the assistance form.

Effective July 1, 2009, a party/candidate’s "authorized representd@2d.2-
604(C)) or a "neutral observer" allowed by the electoral boarcetoain in the
polling place(824.2-604(I)may not assist any voter, offer to assist, or wear any
indication that he/she is available to assist. This prohibition applitnin the
polling place and the 40-foot prohibited areg24.2-604as amended 2009).

In any precinct in which an electronic voting device is available that prouwides a
audio ballot, the officers of election shall notify a voter requiring assistan
pursuant to this subsection that such equipment is available for him or her to use
to vote in privacy without assistance, and the officers of election shall insteuct t
voter on the use of the voting equipment. Nothing in this subsection shall be
construed to require a voter to use the equipment unasggtdd2-649)

Effective July 1, 2009, if the voter requires assistance in a language other than
English and has not designated a person to assist, an officer of election, before
he/she assists as interpreter, shall inquire of the representativeszadthmbe
present pursuant t@®8.2-604whether they have a volunteer available who can
interpret for the voter. One representative interpreter for each party odaiznd
insofar as available, shall be permitted to observe the officer of election
communicate with the voter. The voter may designate one of the volunteer party
or candidate interpreters to provide assistance. A person so designated by the
voter shall meet all the requirements of this section for a person providing
assistance 84.2-649%s amended 2009).

. If paper or optical scan (marksense) ballots that are nantedhe counter by the
voter are used, (if fed in by the voter this constitutes voting achimes, listed
below), provide the voter with a private place to vote and issuch $et sealed
in a “BALLOT WITHIN” (envelope “A”) envelope and the “Statemt of Voter”
(envelope “B”) envelope.

. When voting is completed, witness the voter’'s signature on the badhkeof
marked ballot envelope. Place the marked ballot envelope insiéavahope
addressed to the electoral board and deposit the ballot in a loock&dner. You
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must enter that the “Ballot Issued” was “In Person,” “BalRé¢ceived By”
method was “In Person” and the Ballot Status” was “Marked” in VERIS.

9. If voting machines are used for in-person absentee voting, folhewptoper
control procedures established for the equipment used in your locadiyding
instructing the voter on how to use the voting machine. You must enteh¢hat
“Ballot Issued” was “In Person”, “Ballot Received By” methodswién Person,”
and the “Ballot Status” was “On Machine” in VERIS.

Regular polling place rules apply to in-person absentee votirtge voter may not be
accompanied by anyone other than an authorized assistant or hiscbildherge 15 or
younger. No political activity is permitted within 40 feet of the polling place.

11.5.1 Inspection and Retention of Absentee Ballot Application Copies

The registrar retains all Absentee Ballot Applications inle #Vhen copying these
applications for inspection by registered voters the social $gcowmber and the
applicant’s day and month of birth must be covered so that they argsimé on the

copy. These copies must continue to be available until after rttee Has expired for
initiating any contest or recount of the election or other such ploge®r after such
contest or proceeding is no longer pending if one is initiated, andshtwaild be stored or
disposed of according to the appropriate item on the Retention Schedule.

11.5.2 Transmission of Original Applications to Clerk of Court

The registrar is required to transmit original applicationsafusentee ballots, under seal,
to the Clerk of Circuit Court before noon on the day following thetiele. The SBE
provides an envelope for this purpose.

11.6 Military Incomplete Applications

An incomplete FPCA or “Virginia Absentee Ballot Applicationdifin a voter who meets
the requirements for late military registration is to leatied as a military incomplete
application. These procedures also apply if the FPCA is needegljfstration and only
a faxed copy has been initially received.

1. Enter this applicant for voter registration into VERIS and sélacobmplete” as
the application status. This applicant will be in a holding statukthetrequired
information is returned.

2. Mail the ballot as usual, along with a blank “Virginia Voter R&gtion
Application” or FPCA and a letter of instruction. The letteodd explain that
the ballot will only be counted if the application is returned alorth,vibut not
inside, the “Marked Ballot” envelope. Explain that the voter muisbfit the
application completely, leaving no blank spaces, and entering “noaejuéstion
does not apply.

3. When the ballot is returned, if there is a properly completedstragion
application enclosed (or the signed, original FPCA has been receivdte
meantime), locate the application in the hopper by clicking on Itft@mplete”
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file. If the registration is being completed after the books lchnsed, the voter
must be given a registration date equal to the final registration date.

4. If the registration application is not enclosed or is incompletegppécant is not
registered and the ballot cannot be counted. Send the applicant al“Dfenia
Registration” and a blank Virginia application or FPCA.

11.7UOCAVA Ballots Returned After the Polls Close

Section 24.2-709 has been amended to require that an absentee ballot received after the
polls close on Election Day from a UOCAVA voter must be counted according to the
procedures set forth in Chapter 7 of title §24.2 of the Code of Virginia if:
e The voter is eligible for an absentee ballot under subsection 2 of §24.2-709;
e The ballot was requested but not sent on or before the deadline for making
absentee ballots available pursuant to §24.2-612; and
e The ballot arrives after the polls close on Election Day and before 5:00 PM on the
second business day before the State Board meets to certify the election.

If any ballots meet all three of these criteria, the electoral board mengtdiately notify

the Election Services Division at the state Board of Elections that a qugl&ye ballot

has been received. The general registrar must retain absentee iappleadl

provisional ballot materials until after the electoral board ascertainesbks. (8§ 24.2-
710.) Once these materials have been sent to the circuit court, permission fRiatehe
Board of Elections to unseal and inspect the materials must be requested using the fo
Request to Inspect Sealed Election Materials (SBE-659, -669).

The electoral board must consider ballots received late in a public meagted) c
according to the provisions of the Freedom of Information Act. Itis recommended tha
this meeting be set after the time for receiving such ballots has passed add#ional
ballots are received. Political party chairs and independent candidates mudfidxt afot
the time, place and purpose of the meeting and may attend.

Once the electoral board has determined that the voter is entitled to vote and teehave t
late ballot counted, a separate pollbook marked “Late UOCAVA Ballots” shoulcebde us
to record the name of each voter whose ballot will be counted.

If the electoral board determines that the ballot must be counted, it must enter ¢he nam

of any voter whose ballot is to be counted in the pollbook and mark the voter as having
voted. The board must examine the sealed envelope containing the ballot and the oath
required by 824.2-706 to determine that it has been properly completed and signed. The
envelope shall be opened and the contents checked to ensure that only one ballot or ballot
set has been enclosed in the envelope. Without looking at or disclosing how the ballot
has been marked, the ballot or ballot set must be placed in the ballot container. Once all
ballots have been placed in the container, the electoral board shall count the ihdllots a
certify the results. The certified results shall be added to those found pursuant to §24.2-
671.
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The electoral board must prepare an amended abstract for each office diothelah
must then be certified by all of the electoral board members who participates i
counting. The Secretary must prepare attested copies of the amended(spatrdc
immediately fax them to the Election Services Division of the State Bé&l@ctions.
A copy of attested document(s) must be immediately sent by overnight delarerge
or delivered by hand to the State Board.

The remaining copies shall be distributed as directed by §24.2-675. The counted ballots
and absentee ballot materials considered by the electoral board should be sealed in a
envelope labeled Late Absentee Ballots Counted and Late Absentee Bathotald and

sent to the circuit court for retention as provided in 88§ 24.2-669 and 24.2-710.

The electoral board must send written notice to voters whose ballots cannot be counted
within 90 days of rejection. (8§ 24.2-711.1.)

11.8 Special Ballots

Virginia provides special ballots to certain voters in certain situationsfolingpecial
ballots are:

Statewide early absentee;

Federal-only absentee;

Presidential-only absentee; and

Federal write-in absentee.

11.8.1 Statewide Early Absentee Ballots

Virginia provides an early absentee ballot for general electmmgovernor, lieutenant
governor, and attorney general to any person voting from overseas whahile to vote

in any other manner due to overseas military service or due hg limi an isolated or
extremely remote overseas area. 288-700(2) 24.2-703. The Voting Assistance
Guide for uniformed and overseas citizens directs applicants ¢e flies statement in
Item 7 of the FPCA. You may have FPCAs filed in previous yeduish contain this

statement (sometimes on a sticker). If the FPCA isastithlid ongoing application, the
voter's request for an early ballot must be honored.

The early absentee ballot must be requested not later than 90 flagstbe statewide
election. A voter may request a statewide early absentie¢ bsihg either the Virginia
Absentee Ballot Application or the FPCA. On receipt of the amjpbio the electoral
board shall issue, at least 90 days before the election, thedobatlot only for the
elections for Governor, Lieutenant Governor, or Attorney Gen@&taladditional ballot

or ballots shall be provided to such applicants for that eleain date. If the voter who
has been sent the statewide only early absentee ballot #ttgste/she has not received
or has lost the ballot, (under normal processes for doing so), he/shbemasued a
replacement statewide only ballot but not any other ballot.
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Check the early ballot box in VERIS. This box will only appear ébections for
Governor, Lieutenant Governor, or Attorney General.

11.8.2 Federal-Only Absentee Ballot

Some overseas voters only qualify for ballots for Federal €ffic(See Chapter 12 to
determine the type of registration and ballots for which the applicant qualifies.)

Federal-only ballots are issued to applicants residing overseas who:
e No longer have a Virginia place of abode (but their last place of residera in t
U.S. was in Virginia), and
e Are not military voters (including spouses or dependents residing with the
member of the military), and
e Do not qualify for temporary registration for all elections under the procedure
contained in 884.2-443.1through24.2-443.4

A voter may request a federal-only absentee ballot using dflikeYirginia Absentee
Ballot Application or the FPCA. Mark these application forms i@ words “Federal
Ballots Only” in the upper right corner of the form.

Select the applicable temporary reason code from the drop dowwhéstprocessing the
absentee application through VERIS. Enter all information concethgig registration
such as temporary and the last date of residence. VERISimtlithe ballot to federal
only for those required voters. Entering this information when psoagghe absentee
application will also update the voter’s registration. Enteragp@icable registration end
date for temporary registered voters as well (see Chapter 12).

11.8.3 Presidential-Only Absentee Ballot

There are three types of situations in which an absenteeisa¢sued onlyhe ballot for
Presidential and Vice-Presidential electors. (None of thasatisins apply to presidential
primaries.) These situations are:

1) A person who desires to vote absentee but is required to vdte polts or in
person absentee due to status as a first time voter who regibtemail. Such a
person would only be voting absentee for reason codes 1B, 1C, 1D, 1E, 2B, 3A,
or 3B, and would be under age 65.

@ The law allows a full ballot to be voted, regardless of mailst by persons who
vote absentee under the provisions of UOCAVA, the Voting Accesgifoli the
Elderly and Handicapped Act (including any voter age 65 or older agptpi
vote absentee for one of the above codes), and full-time studenssitations of
higher learning.

2) A registrant whose reason for wanting to vote absentee @aadbund on either

the Virginia Application for Absentee Ballot or the Federal P&srd
Application. This applicant would check "presidential only ballo$' the
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"reason” on the absentee ballot application and does not enter anseatiwar for
voting absentee.

3) A registrant who has _moved from the Commonwe#diler than thirty days
before a presidential election. This applicant would check "pregatiently
ballot" as the "reason” on the absentee ballot application, anchdbesiter any
other reason for voting absentee.

e (This is the category of voters who when voting in person i@maerly
issued the pink form or the Affirmation of Eligibility to VoteRxesidential
Ballot Only. The pink form was not sent if these persons appliedbt® v
absentee, as absentee voters are not subject to challengpinK ferm was
repealed in 2008, and the normal Affirmation of Eligibility (challgnigpem
must instead be used for this voter at the polls.)

After the election, the registration for these voters should be cancéiiad.2-402)

@ A voter may request a Presidential-only absentee ballot onlyibhy thee Virginia
Absentee Ballot Application.

Mark these application forms with the words “Presidential Balotly” in the upper
right corner of the form. These applicants can now be entere&RiS/ This will be
listed as a reason code in the drop down box and it will only be aeaflabtelection
during the Presidential Election.
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11.9 Absentee Voting Reports

The following chart may help in deciding which VERIS absentee tegor turn to
produce first, the intended purpose and content of each report, and when it is to®3e used.

Recommended  Name of What it is When Helpful Tips
Order of use Report to use it
& when
to run
it
1% Daily Contains list | Daily Use as a proofing
Absentee of absentee tool
Applications | applicants
List processed
received or

updated on a
specified date
or within a
specified
range. (used td
reconcile
ballots with
applications)

As needed Ongoing Contains list | Before | Use as a proofing
Absentee of Ongoing you tool

Applications | absentee generate
List applications | your on
processed as | going
well as date & | and

method before

application setting

received, type,| ballot

reason. ready

date
As needed Generated Contains list | After Use as a

Ongoing of ballots you reconciliation
Absentee generated in | generate tool, to ensure
Ballots list the ongoing | your that the ongoing

process. The | ongoing | applications

list also and eligible to vote in

4 Records describing individual registered voteesrast available for public inspection unless some
provision of Title 24.2 specifically authorizes.aMCode 88 24.2-101, 24.2-405, 24.2-406, 24.2-202-
444, 24.2-706, 24.2-710. As discussed in ChapttheSe specific election law provisions contrdh.
Code § 2.2-3703(B).
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Recommended
Order of use

Name of
Report

What it is

When
to use it
& when

to run

it

Helpful Tips

contains the
following:
ballot sent
method,
application
type, date,
reason code,
status change
& returned
date.

before
you set
your
ballot
ready
date.

the selected
election are listed

2nd

Daily
Absentee
Ballots List

Contains list
of absentee
applicants
processed as
well as ballot
types, ballot
status, and
returned date
of ballots
received or
updated on a
specified date
or within a

specified range

(used to
reconcile
ballots with
applications).

14

Daily

May also be used
as a proofing tool

3fd

Certificate
of Mailing
(COMm)

Contains a list
of absentee
voters who
were sent
ballots.
Additionally
used as proof
of mailing.

Daily

Labels must be
printed prior to
running COM.
This report should
only be run once
per day or names
may be repeated
on second COM.

As needed

Final
Absentee
Report

Contains
details on all
absentee
applications
and ballots for

AsS
needed

Run after Ballot
Ready Date has
been entered.
Prior to that, no
data will be
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Recommended  Name of What it is When Helpful Tips
Order of use Report to use it
& when
to run
it
the selected produced.
election. Can be used as &
reconciliation
document.
Recommended Name of What it is When | Helpful Tips
Order of use | Report to use it
& when
to run
it
As needed Final Contains the | As Run after Ballot
Absentee final absentee | needed | Ready Date has
Totals totals for the been entered.
selected Prior to that, no
election (such data will be
as total count produced.
of applicants, A great report to
unused ballots reconcile totals
returned and with on a daily
marked ballots basis once mail
returned by out has begun.
precinct).
As needed Cumulative | Real-time As
Control statistics on alll needed
Totals applications
received,
ballots sent
(broken down
by Ballot Sent
By Method),
and ballots
received
(broken down
by Ballot
Received by
Method) by
precinct for
the selected
Election.
As needed Public Public As
Absentee inspection list | needed
Applications | of all absentee
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Recommended  Name of What it is When Helpful Tips
Order of use Report to use it
& when
to run
it
List — applications
Cumulative | for an election.
(with or
without
email add)
As needed Issued List of voters | As Run after Ballot
Absentee that have been needed | Ready Date has
Ballots List | issued an been entered.
absentee ballot Prior to that, no
for a given data will be
date or date produced.
range. The
report also
lists the
current status
of the ballot
(e.g., marked,
on machine).
As needed Absentee
Email
Labels
As needed Approved The report
Absentee displays
Applications | absentee
list applications
that were
approved for a
specified
election and
locality.
Recommended Name of What it is When | Helpful Tips
Order of use | Report to use it
& when
to run
it
As needed Absentee Number of ** do not use
Application | Absentee until further
statistics applications notice**02/19/09
received
within a

Page 39 of 42

Rev 11.1.2010




Recommended  Name of What it is When Helpful Tips
Order of use Report to use it
& when
to run
it
specified date
range.
Once a week | Cancelled Absentee
Absentee applications
Applications | that have been
due to cancelled
transfer because they
have been
transferred.
As needed Deleted The report
Ballots displays the
names and

addresses of
voters whose
absentee

ballots for the
specified

election have
been deleted.

@ Town absentee reports will only display data when it is a town eleon.

Page 40 of 42

Rev 11.1.2010



11.10Deadlines

The following are important deadlines to remember about absentee ballots:

DATE

DEADLINE
21DAYS BEFORE THE ELECTION FOR MOST VOTERS
AND ELECTIONS

TASK
DEADLINE TO REGISTER TO VOTE

12MONTHS PRIOR TO ELECTION

EARLIEST THAT AN APPLICATION FOR ABSENTEE BALLOT
MAY BE FILED.

90DAYS BEFORE ELECTION

LAST TIME TO REQUEST A STATEWIDE EARLY ABSENTEE
BALLOT (ELECTIONS FORGOVERNOR, LT. GOVERNOR
ATTORNEY GENERAL, ONLY).

90DAYS BEFORE ELECTION

DEADLINE FOREB TO ISSUE STATEWIDE EARLY ABSENTEE
BALLOTS.

45DAYS BEFORE ELECTION

ABSENTEE BALLOTS MUST BE READY FOR ANY GENERAL
SPECIALORPRIMARY ELECTION (WITH SOME
EXCEPTIONS)

5:00PM ON THETUESDAY PRIOR TO THE ELECTION
NOON ONSATURDAY BEFORE ELECTION DAY

2:000N THE DAY BEFORE AN ELECTION

5:000N THE DAY BEFORE AN ELECTION
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DEADLINE TO REQUEST A MAILED ABSENTEE BALLOT

EARLIEST THAT A PERSON CAN LEARN OF THEIR NEED FOR
AN EMERGENCY ABSENTEE BALLOT

DEADLINE TO REQUEST AN EMERGENCY ABSENTEE
BALLOT APPLICATION FOR HOSPITALIZED OR
INCAPACITATED VOTER; DEADLINE FOR LATE IN PERSON
BUSINESYPERSONAI/EMERGENCY VOTERS TO VOTE

DEADLINE FOR REPRESENTATIVE OF HOSPITALIZED OR
INCAPACITATED VOTER TO RETURN WITH COMPLETED
APPLICATION AND PICK UP VOTERS BALLOT.
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DATE

DEADLINE

TASK

ON ELECTION DAY

EBS MUST DELIVER ALL RETURNED ABSENTEE BALLOTS
TO PRECINCTYIF NO CAP),OR TO THECAP.

CLOSE OF POLLS ON ELECTION DAY

ALL ABSENTEE BALLOTS MUST BE RECEIVED BY THE
OFFICE(S) OF THE ELECTORAL BOARD OR GENERAL
REGISTRAR

7:00PM ELECTION DAY (CLOSE OF POLL$

DEADLINE FORFWAB TO BE RECEIVED AND ALSO COUNT
AS THE ABSENTEE APPLICATION

IMMEDIATELY AFTER 7:00PM ON ELECTION DAY

EBS MUST DELIVER ANY REMAINING, RETURNED BALLOTS
TO THE PRECINCT(IF NO CAP)OR TOTHE CAP. CALL
CHIEFS TO TELL THEM THAT ADDITIONAL BALLOT(S) ARE
ON THE WAY.

NOON ON THE DAY FOLLOWING THE ELECTION

REGISTRARS MUST TRANSMIT ORIGINAL ABSENTEE
BALLOT APPLICATIONS TO THECLERK OF THECIRCUIT
COURT.

DECEMBER15

REGISTRARS MUST SEND ALL PREVIOUSLY ENROLLED
APPLICANTS WHO ARE STILL REGISTERED IN THE LOCALITY
A BLANK ANNUAL APPLICATION FORABSENTEEBALLOTS
DUETODISABILITY ORILLNESS BEST PRACTICE
INCLUDE EITHER AN ADDRESSED RETURN ENVELOPE OR
THE ADDRESS FOR THEM TO MAIL IT BACK
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